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SUB, 
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Policy, Procedures, and Deadlines for Submitting^ 
Training Requests 


Y> 


A 


O 


RECISSION 


ffl Regulation 

0?fcR Notice Rl5~53 


ORRWtice R16 ~5U, 19 May 195U ^ 


A 


I. PURPOSE 

The purpose of thiE^iotice is to outline the policy to be complied 
with, the procedure to beVcllowed, and th/ deadlines to be observed by 
ORR personnel submitting twining reques* 

II. POLICY 

All requests for training wilL/be based upon the program needs of 
ORR and should be reflected in thfe/approved training budget. Failure 
to comply with the policy, to fo^TW the procedures, or to ooserve the 
deadlines will necessitate the /isapnroval of the training request, 
except for those instances spycifiedVy the ORR Training Liaison Officer 
or those instances satisfactorily jusu^fied in writing by the component 
requesting the training. 

III. INTERNAL TRAIN IN G/& EQUES TS 
A. LANGUAGE 

1. Proceduu^. v ... 

a. Di^uuss the proposed training w. x the Division Training 

Officer /or the Division Chief and the ( l iraining Officer. 

(The (YRR Training Officer will arrange ^ the Language Aptitude 

TestXs appropriate); v 

Complete the Request for Internal Training (Form 73, 
ds/cd 1 Nov $h) giving the exact title of thd^ course desired 
indicated in the Office of Training announcement. (For 
^language seminars, use the Application For Foreign Language 

Conversation Seminar); \ 

e. Arrange for an interview with the appropriate language 
instructor through the ORR Training Officer. The language 
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^instructor will complete Box 18 of the Form 73; 

d. Submit the fully completed Form 73 through c, 

2.\Deadlines : 

aV Language Aptitude Test - must be arrang 3 through the 
ORR Twining Officer and completed at least kj 2 eks prior .< 
to starting date of the course; 

b, Interview - completed at least 3 weq£s prior to the 
starting q^te of the course; 

c« Submittal — the completed Form 13/{.5 copies and one 
yellow tissue) must be in the hands of /he ORR Training Officer 
at least 2 ^ x\eks prior to the startup date of the course. 

MINING 




B, OTHER INTERNAL 

1. Procedure? 

Personnel recom?r\ended for trailing other than language 
training will complete the Request 'for Internal Training 
Form 73 giving the e:ftnet title/of the course as indicated 
in the Office of Training announcement* 

2. Deadlines; \ / 

a. Pretesting - required: pretesting must be arranged through 
the ORR Training Officer dud completed at least 3 weeks prior 
to the starting date of yoheAeourse; 

b„ Submittal - training requests Form 73 must be fully 
completed and in the hands of\the ORR Training Officer at 
least 2^- week3 pr^.or/to the starting date of the course. 

IV. EXTERNAL TRAINING REQUESTS 


A. Procedure - applications for external training courses will 
be made on Training Request Form 136 and forwarded through channels to 
the ORR Training Liain/m Officer, 

B« Deadlines - /he fully completed Extern!*! Training Request Form 
136 must be in theyhands of the ORR Training Officer as indicated 
below; 

1. For glasses in Universities and other\Oovernment agencies 
in Washington, at least 7 weeks prior to the smarting date of the 
course; 

2. B6r classes at universities outside Washington, at least 
h months prior to the starting date of the coursd? 

3. /For tutorial instruction or special classes^ at lease 2 
months prior to the starting date of the course; \ 

For full-time training (Army War College, Industrial College 
of Ahe Armed Forces, Harvard Advanced Management Schdol, etc.), at 
' /ast one month prior to the deadline set by the Qffide of Training. 


FOR THE ASSISTANT D SECTOR 
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Yn 

Office Regulation RRrff-l 


SUB JF.GT s Attendance at Professional Meetings 


REFERENCES CIA Notice No. 


da, ted 1$ February 1952 / 


25X1 A 


1. All ORR professional personnel are encouraged /Co keep abreast 
of developments in tMe'ir specialised fields through s/tendance at pro- 
feocionnl society meetings, reading the IS terature , /etc* 

It is tho poli!W of ORR to approve payment of the expenses of 


i * 


in con- 


fer .vel for -a lii.il ted niim's^r of selected professional personne 
ne : tion with ai tendance a\ meetings of professional and technic, 
organisations .-.ad societies^ provided* 

a;, that the subject master covered At the professional meeting 
•pertains to the work of v^ie ORR professionals nominated for 
attendance $ 

b-, that direct benefit wilj\a^rue to the Office by sponsoring 
the candidate for attendance*’ 

3 The following procedure/wil\ foe complied with in nsaicinv 
ncminaticift for attendance at profess iS^nel meetings under Agency 
sponsorship? 

a. Revision chiefs wi£l forward naiate of candidates to tbei 
chiefs* for approval generally not latAf than four "weeks prio 
the date of the subject meeting,, 

b . ■■fa chiefs ipO.1 forward approved rianiNs to Chief , Administrative 
‘h -:i : fer appropriate administrative and Security action, and for 
~ -h"' by s be office of the Assistant Director* 

Chief , Administrative Staff, will notify Vea and div:L- ion 
c: o.cs wnan acun^fistrative clearances for travel arei obtained , e.i- which 
‘v.t :.o i.cavel Orders will be -prepared in the usual manner <• 

?; Official duty status, contingent upon satisfaction of re-quin- 
i: - ; 1 •- t ’ '.a above and upon compliance with current securady requiremcr. tn 

. ytuoriEed by the Chief, Admin is tfitivc Staff, on\the recommendation 
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